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LOCAL ADMINISTRATIVE ORDER 2022-03

Rescinds Local Administrative Order 1999-01

COURT CLOSURE DUE TO WEATHER EMERGENCY
Grand Traverse County

In accordance with the Supreme Court Administrative Order 1998-05 directing all trial courts to
adopt a severe weather policy, the Court will adhere to the policy of Grand Traverse County and the
current union bargaining agreement with respect to unscheduled court closings in the event of bad
weather. With respect to reporting of time, the Court will follow the current union bargaining
agreement. A copy of the Grand Traverse policy and the current union bargaining agreement is

attached.

A | o

oues S50

Hon. Robert A. Cooney
Chief District Court Judge
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RAND TRAVERS

Severe Weather or Emergency Building Closure Policy

PURPOSE

Grand Traverse County is committed to providing high quality public service, including many
emergency related functions, in all types of weather or adverse conditions. The purpose of this policy
is to inform Grand Traverse County employees of their responsibilities and options during adverse
weather conditions or other situations where a County building may be closed.

POLICY

All employees of Grand Traverse County are expected to report to work at their normal work station
in inclement weather, disasters and other adverse conditions. In severe weather situations, such as
blizzards, the Board of Commissioners Chairperson, in consultation with the County Administrator and
other appropriate staff, may officially close County buildings for all or part of the normal work day.
The details regarding which buildings are closed will be provided on the Grand Traverse County
Emergency Hotline at 231-922-4500. If possible, the information will be provided before é a.m. the day
of the event. The decision to close any County building will also be broadcast on the following local

media, if possible:

Radio — WTCM 103.5 FM, WBCM 93.5 FM
Television - WWTV/WWUP-TV Channels 9 & 10, WPBN/WTOM Channels 7 & 4

Additionally, the County website will be updated with applicable information if possible. It is the
responsibility of each employee to call the hotline and/or listen to the radio and television channels
when severe weather is expected. Employees can opt to receive notifications through our Code Red
system. See Human Resources for details.

Reporting of Time

During severe weather when the building remains open and an employee reports late for work or
leaves early, the employee may use accumulated leave time, take leave without pay, or elect to
make up the time lost within one (1) month provided that the make-up time does not create the
hours worked to cause an overtime basis without pre-approval. When an employee's building is
officially closed due to severe weather or evacuated for reasons other than severe weather, for all or
part of an employee's normal work day, those employees will be paid their regularly scheduled
working hours and shall suffer no loss of fime or pay.

24-Hour Operations & Critical Staff

For County departments that operate on a 24-hour basis, the department director shall make the
decision about who needs to report to work. Those employees who are uncertain of their status
should contact their director for instructions about whether they need to report to work.

Note: This policy may differ for those employees who are members of recognized unions,
organizations, or associations. Any questions related to the content of this policy, or ifs interpretation,
should be directed to Human Resources. Approved Policy 4/92, Amended 9/01, 12/04, 3/11, 12/12, 7/2019



Any proposed changes in work schedules from those set forth above will be reparted to
and discussed with the Union in accordance with this section at least five (5) working days

before such changes are made.

Section 11.2 Lunch Break
Employees shall be granted a minimum one-half (1/2) to a maximum one (1) hour non-paid

lunch period exclusive of the seven and one-half (7 1/2) working hours. The normal lunch
period will be one (1) hour unless modified by mutual written agreement between the

employee and their Supervisor.

Section 11.3 Work Breaks
Employees are allowed two (2) fifteen (15) minute work breaks, one (1) in the first part of

the shift and one (1) in the second part of the shift, per day, which are to be taken at a time
to allow for the continuous and effective operation of the Court.

Section 11.4 Overtime Work
A Overtime must be pre-approved by the Court Administrator or his/her designee.

B. If requested to work overtime, an employee will be expected to do so unless they
are excused for good cause.

C. Overtime payment for those employees covered by the FLSA shall be at time and
one-half (1 1/2) for all work performed in excess of forty (40) hours in any one week.
This includes as time worked paid holidays, approved vacation leave, approved
bereavement leave, personal leave, or compensatory time.

D. All overtime work to which overtime pay is applicable shall be based on position,
need, and efficiency within the Court within a reasonable period of time and within
the classification affected, provided the employee is Capable and qualified of
performing the work. Overtime payment shall be paid unless otherwise requested
and approved by the Court Administrator. Compensatory time may be accumulated
up to a maximum of 40 (forty) hours, after which all overtime shall be paid in wages.
Compensatory time may be used as needed by the employee and as approved by

the Court Administrator.

E. Non-exempt employees of the Community Corrections Department receiving phone
calls outside of normal work hours, from law enforcement or other treatment
agencies, etc., shall receive compensation for one-half (1/2) hour for each call
received. In all other cases, non-exempt employees of the bargaining unit will be
paid a minimum of two (2) hours at time and one-half (1 1/2) in the event they are
called in to work at the courthouse, treatment facility, jail, etc., during non-scheduled

work hours.

Section 11.5 Lost Time Due to Weather or Safety Conditions
In the event the Employer determines that any of its offices will not open due to weather or
safety conditions, the Employer shall give notice of the closure to the media on or before
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6:30 a.m. Under such circumstances, employees may, at their discretion. use any
accumulated leave time or be permitted to make up the time within one month provided
that the make-up time does not cause the hours worked to cause overtime without prior

approval.

In the event the Employer determines that any of its offices are to be closed early during
work hours due to weather or safety conditions, employees who work at such closed office

shall suffer no loss of time or pay.

Section 11.6 Pay Periods
The employer shall provide for biweekly pay periods. Each employee shall be provided with

an itemized statement of his or her earnings and of all deductions made for any purpose.
Pay day will be every other Friday. Should a pay day fall on a declared holiday, pay
checks or statements will be distributed by the close of the working day preceding the

holiday.

Section 11.7 Hourly Rates
Appendix A, attached, defines the wages, by wage/salary grade, applied to the job

classifications represented by this Agreement.

Section 11.8 Job Classifications
Appendix B, attached, lists the job classifications, by wage/salary grade, represented by

this Agreement

ARTICLE XlI
LEAVES OF ABSENCE

Section 12.1_General Considerations

The Employer may exercise any of its rights under the Family and Medical Leave Act.
Current leave time allowed under this Article shall not be reduced but is subject to the
Employer's rights under the Family and Medical Leave Act as noted above.

A leave of absence is a written authorized absence from work. A leave shall be granted,
denied, or extended by the Employer upon written request for such leave from a bargaining
unit employee who shall state the reason for such leave upon his/her application. Such
leave may be without pay unless otherwise provided for in this contract. Only a regular full-
time or regular part-time employee who has worked continuously for the Employer for one
(1) year or more shall be granted a leave of absence. This provision covers leave for
various reasans including iliness, education, parenting, or other personal reasons, subject
to all the provisions of this Agreement. In no event shall the duration of any leave exceed
twelve (12) calendar months, including any other paid or unpaid time taken off for the same
reason as the leave, including, but not limited to, FMLA leave or time off under any other
provisions of this Agreement unless extended by mutual agreement or required by law.
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